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PREPARATIC' - OBJECTIVES

« TO EDUCATE (#B)

« TO INFORM (&4X))

e« TO PERSUADE (i%fR)
« TO MOTIVATE (8Bh)
« TO ENTERTAIN (12%)
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PREPAR ON:BASICS

*HOW MUCH TIME DO YOU HAVE
-WHERE WILL IT BE

\WWHO ELSE IS PRESENTING
*FORMAL OR INFORMAL
*VISUAL AIDS FACILITIES

s NEED FOR HANDOUTS
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PREPARATIO EACE ANALIY

« WHO ARE THEY : POSITION (DECISION-
MAKER), ATTITUDE, CULTURE, AGE

« WHAT DO THEY KNOW: EXPERIENCE,
UNDERSTANDING OF THE SUBJECT

« WHAT DO THEY WANT TO KNOW OR NEED
TO KNOW:

(1) WHAT ARE THEIR EXPECTATION
(2) WHAT DO U NEED TO ACHIEVE UR
OBJECTIVE
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PREPARAL" :SETTINGS

« SURROUNGDINGS OF PRESENTATION
(EPFEAER)

« AUDIENCE AMOUNT
(Wr AR &)

« LAYOUT OF PRESENTING HALL
GEBHT R

 VISUAL AIDS FACILITIES
GRS )
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Presentation: Beginning

* CHECK THE ROOM

----ENSURE EQUIPMENT IS WORKING
----MAPS ETC. WHICH CAN HELP

* IMAGINE PRESENTATION IN UR MIND

----USE OF VISUAL AIDS
----HOW LOUD TO SPEAK
----HOW TO ENGAGE THE QUDIENCE

* CONFIDENCE CARDS AND REHEARSALS
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3EUFHIES 45t

¢« INTRODUCTION (FH3J)

nu[

@ “TELL THEM WHAT WILL WANT
TO SAY”
(g e MIDDLE C(Hi[a])
“TELL THEM”
« END (i)

“TELL THEM WHAT YOU HAVE
SAID, WHAT TO DO”
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3.3 VEFSS

 SUMMARISE THE
PRESENTATION

----KEY POINTS
----STATE CONCLUSION

 ENSURE THERE IS A CLEAR
UNDERSTANDING OF THE
OUTCOME

* WHAT ARE THE NEXT
STEPS
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4.2 FORRMEAISE » B STEVETR f
---—-PREPARATION AND REHEARSALS
----SELF ALLUSION
----GO AHEAD & CHAT WITH AUDIENCES
--- CONFIDENCE CARDS
----PAUSE AND SMILE
---—-DEEP BREATH
----CHECK FORUM FACILITIES
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Presentation: Main Body =% 53

- I’5

 TALK CLEARLY, SLOWLY AND LOUDLY
 SMOOTHLY LINK POINTS IN THE SLIDES

----DONOT READ SLIDE
* ENGAGE THE AUDIENCE

----AVOID DISTRACTING MOVEMENT (BODY

LANGUAGE)
--KEEP UP EYE CONTACT
—--ASK QUESTIONS
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5 HHAAFE SIS

* Body Language (1)

Posture:

— —Relax. Standing by professional custom
— —Not to shiver or shake back and forth
— —Keep natural and comfortable

Gesture:

— —To move freely

— —To avoid the hands cross before breast or
behind the back; grasp left hand with right one;
capture the table; scratch your head or ears
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* Body Language (2)

Body movement

----To move naturally, to bend
forward slightly;

----To avoid randomly, nervously,
quickly walk around

Facial expression

----relax, concrete, changeable with
situation transfer

---—-not stiff, unsuitable facial expression
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* Body Language(3) : Eye contact
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e Tone i
----Clear | 9300007
——Slow FIFA300007

 Rhythm B )

—-up aI.Id down 2 TSHIZET
----Music rhythm AL

----Rising and Lowering tune
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6 POWERPOINT T]U (B2 R

- WHAT ARE THE KEY POINTS?
----TEXT; DATA NEEDS

e CREATE A LOGIC FLOW

 SIMPLER THE BETTER

----NO MORE THAN 4 MASSAGES
----1 SLIDES THAKES 2-3 MINUTES
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POWERPOINT:
KISS & KILL RULES
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POWERPOINT:
FIGURES AND TABLES

SECTOR
A

D

E

F

G

PROD

32450

45800

65470

56660

7890

35670

/
87600

67555

45600

35000

89300

/////

76000

76800

45633

34256

68900

1158000

234590

248955

21000

189500

189700

178900
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POWERPOINT:
FIGURES AND TABLES
A B C D E F G
TOTAL 5600 7800 6680 9000 8600 5400 6700
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